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Along the top of your screen, as will other familiar Office products, you have a standard set of 
visual shortcuts to specific functions of Journal.   Starting at the far left, our shortcuts are: 

 

 
New Note: use to create a new note 

 
View Recent Notes: use this to navigate to notes you have previously created 

 
Save: use this to save the note you are currently working on 

 
Import: use this to bring other documents into Journal 

 
Find: Use this to search through the current (or past) notes for specific words, 
notes, etc 

 
Cut: use to remove a selected portion of your note 

 
Copy: use this to make a copy of a selected portion of your note 

 
Paste: use this to put either a ‘cut’ or ‘copied’ selection back into your note 

 
Undo Ink Stroke: use this to erase the last marking you have made 

 
Redo Ink Stroke: use to reverse or ‘unerase’ your last undo ink stroke 

 
Zoom: use this to zoom in or zoom out on your note, alters the viewable area 

 

Pen: use this to write anywhere on your note 

 
Highlighter: use this to highlight anywhere on your note 

 
Eraser: use this to erase written or highlighted markings on your note 

 
Selection Tool: use this ‘lasso’ to select text written on your note. 

 
Insert/Remove Space: use this to change the spacing of written text 

 
Flag: use this to mark certain portions of text for follow-up, importance, etc. 

An additional toolbar to open up when in journal, for simplicity of pen color change is found under 
: View -> Toolbars -> Format  When you click on format, you will see this toolbar pop up: 

 

�
With this formatting toolbar, you will be able to tap a color with the pen, and then begin writing in 

the chosen color.�


